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Introduction 
 

What is ά/ƘƛŎŀƎƻ Energy .ŜƴŎƘƳŀǊƪƛƴƎέΚ 
 

Lƴ {ŜǇǘŜƳōŜǊ нлмоΣ aŀȅƻǊ 9ƳŀƴǳŜƭ ŀƴŘ /ƘƛŎŀƎƻΩǎ /ƛǘȅ /ƻǳƴŎƛƭ ŀŘƻǇǘŜŘ ǘƘŜ /ƘƛŎŀƎƻ 9ƴŜǊƎȅ 

Benchmarking ordinance to raise awareness of energy performance through information and 

transparency, with the goal of unlocking energy and cost savings opportunities for businesses 

and residents. 

The ordinance calls on existing municipal, commercial, and residential buildings 50,000 square feet and 

larger to track whole-building energy use, report to the City annually, and verify data accuracy every 

ǘƘǊŜŜ ȅŜŀǊǎΦ ¢ƘŜ ƭŀǿ ŎƻǾŜǊǎ ƭŜǎǎ ǘƘŀƴ м҈ ƻŦ /ƘƛŎŀƎƻΩǎ ōǳƛƭŘƛƴƎǎΣ ǿƘƛŎƘ ǘƻƎŜǘƘŜǊ ŀŎŎƻǳƴǘ ŦƻǊ ǊƻǳƎƘƭȅ 

20% of total energy used by all buildings, and focuses on creating information that will enable better 

decision- making around building energy use. It does not require buildings to make any mandatory 

investment. Improving energy efficiency is a key element of ChicŀƎƻΩǎ ŀǇǇǊƻŀŎƘ ǘƻ ƳŜŜǘƛƴƎ ǘƘŜ Ǝƻŀƭǎ 

of the Paris Climate Agreement, which includes a commitment to reaching 26-28% carbon emission 

reductions by 2025 (measured against a 2005 baseline). 

The full text of the ordinance can be found at www.CityofChicago.org/EnergyBenchmarking. 

The ordinance has three parts. Owners of covered buildings must: 

 

 

1.    Benchmark annually: Owners of covered buildings will track energy consumption and basic building 

characteristics using ENERGY STAR Portfolio Manager®, a free online tool from the U.S. 

Environmental Protection Agency (US EPA). 

2.    Verify data every three years: In the first year in which building owners benchmark their building 

energy use, and every third year thereafter, building owners will be required to have energy and 

building data reviewed by an in-house or third-party professional engineer, licensed architect, or 

other trained individual designated by the City to verify that data is being tracked and reported 

correctly. In most cases, data verification will take the form of a signed ENERGY STAR Data 

Verification Checklist, generated automatically by Portfolio Manager, which must be kept by the 

building owner and produced upon request by the City. Verification information must also be 

provided in the Verification section of the ENERGY STAR Portfolio Manager profile for the 

building. Data verification does not require hiring a third party and can be done with in-house 

staff. 

3.    Report to the City annually:  Using Portfolio Manager, owners of covered buildings will report basic 

building and energy data to the City of Chicago every year by June 1st.  After a one year grace 

ǇŜǊƛƻŘ ŦƻƭƭƻǿƛƴƎ ŀ ōǳƛƭŘƛƴƎΩǎ ŦƛǊǎǘ ōŜƴŎƘƳŀǊƪƛƴƎ ŘŜŀŘƭƛƴŜΣ ǘƘŜ /ƛǘȅ ǿƛƭƭ ōŜ ŀǳthorized to make some 

building information publicly-available on the City website.

http://www.cityofchicago.org/EnergyBenchmarking


Introduction 

CityofChicago.org/EnergyBenchmarking  |   Info@ChicagoEnergyBenchmarking.org  |   (855) 858-6878 2 

 

 

 

Why is benchmarking important? 
 

.ȅ ǇǊƻǾƛŘƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŀ ōǳƛƭŘƛƴƎΩǎ ŜƴŜǊƎȅ ǳǎŜ ŀƴŘ 

comparing its performance to similar buildings, energy 

benchmarking empowers building owners, managers, and 

other stakeholders to make more informed decisions, 

identify opportunities to improve energy use in their 

buildings, and save money. 

Evidence of these benefits is already available: by analyzing 

data from all of the benchmarking reports over the past 

several years, the City of Chicago estimated that reporting 

properties have saved an estimated $21 million per year from 

energy reductions, with cumulative savings of nearly $61 

million since 2014. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Source: 2018 Chicago Energy Benchmarking 
Infographic

 

What is Portfolio Manager? 
 

Portfolio Manager (www.EnergyStar.gov/Benchmark) is a free online tool developed by the US EPA 

that allows you to track and assess energy and water use across your entire portfolio of buildings in a 

ǎŜŎǳǊŜ ƻƴƭƛƴŜ ŜƴǾƛǊƻƴƳŜƴǘΦ ²ƛǘƘ tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊΣ ȅƻǳ Ŏŀƴ ŎŀƭŎǳƭŀǘŜ ǘƘŜ ōǳƛƭŘƛƴƎΩǎ energy 

performance, compare it with similar buildings and monitor it over time. 

²ƘŜƴ ȅƻǳ ōŜƴŎƘƳŀǊƪ ǘƘŜ ōǳƛƭŘƛƴƎ ƛƴ tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊΣ ƻƴŜ ƻŦ ǘƘŜ ƪŜȅ ƳŜǘǊƛŎǎ ȅƻǳΩƭƭ ǎŜŜ ƛǎ ŜƴŜǊƎȅ 

ǳǎŜ ƛƴǘŜƴǎƛǘȅΣ ƻǊ 9¦LΦ 9ǎǎŜƴǘƛŀƭƭȅΣ ǘƘŜ 9¦L ŜȄǇǊŜǎǎŜǎ ŀ ōǳƛƭŘƛƴƎΩǎ energy use as a function of its size. For 

Ƴƻǎǘ ǇǊƻǇŜǊǘȅ ǘȅǇŜǎ ƛƴ tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊΣ ǘƘŜ 9¦L ƛǎ ŜȄǇǊŜǎǎŜŘ ŀǎ ŜƴŜǊƎȅ ǇŜǊ ǎǉǳŀǊŜ Ŧƻƻǘ ǇŜǊ ȅŜŀǊΦ LǘΩǎ 

calculated by dividing the total energy consumed in the building in one year by its square footage. 

For many building types, Portfolio Manager calculates the ENERGY STAR rating, which indicates how 

efficiently buildings use energy on a 1-100 scale, where a score of 50 indicates average energy 

performance. Buildings with a score of 75 or better are top performers and can apply for the ENERGY 

STAR certification. Some building types are currently not eligible to receive an ENERGY STAR rating, 

but can still benefit from benchmarking, as Portfolio Manager calculates other energy performance 

metrics such as EUI. 

Portfolio Manager provides many user-friendly features and tips throughout the set-up process. For 

example, you can mouse over a field to see a definition. You may find the answer to any question you 

have in the HELP section of Portfolio Manager. Follow Portfolio aŀƴŀƎŜǊΩǎ ƛƴǎǘǊǳŎǘƛƻƴǎ ŦƻǊ ŀƴȅǘƘƛƴƎ ǘƘŀǘ 

is not specifically addressed in this guide. 
 

Previous Results 
 

Each year, the city of Chicago issues an annual report summarizing the results of benchmarking in 

that year. These annual reports typically include the citywide reporting rate, as well as ongoing 

trends in energy use, energy savings, and cost reductions associated with those savings. 

With many years of results now available, energy benchmarking reports indicate that regular tracking 

and reporting have a significant impact on supporting energy management. Properties reporting for 2-4

https://www.chicago.gov/content/dam/city/progs/env/EnergyBenchmark/2018_Chicago_Energy_Benchmarking_Infographic.pdf
https://www.chicago.gov/content/dam/city/progs/env/EnergyBenchmark/2018_Chicago_Energy_Benchmarking_Infographic.pdf
http://www.energystar.gov/Benchmark
http://www.energystar.gov/Benchmark
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consecutive or more years had reduced energy use by 1-2% per year, leading to millions of dollars 

of annual energy cost savings. 

For full details, please see the most recent Chicago Energy Benchmarking Report, found online 

at www.CityofChicago.org/EnergyBenchmarking. 
 

 
 
 
 
 

Where can I go for help? 
 
City of Chicago Website 

You can find detailed information about the ordinance and resources to help you comply 

at www.CityofChicago.org/EnergyBenchmarking. 
 

Chicago Energy Benchmarking Help Center 

The Chicago Energy Benchmarking Help Center provides phone and email support for all questions 
related to the ordinance, and it can be reached Monday-Friday, 9:00am-5:00pm at: 

Å   (855) 858-6878 
Å   Info@ChicagoEnergyBenchmarking.org 

 

Free Trainings and Office Hours 
 

The City of Chicago and its partners will be offering free in-person and web-based Training and 

Office Hours to support buildings covered by the Chicago Energy Benchmarking Ordinance. There 

are also online, free Training Videos. You can find schedules and registration details at 

www.CityofChicago.org/EnergyBenchmarking. 

US EPA also offers free online resources to help you get started with Portfolio Manager 

at www.EnergyStar.gov/buildings/training.

http://www.cityofchicago.org/EnergyBenchmarking
http://www.cityofchicago.org/EnergyBenchmarking
mailto:Info@ChicagoEnergyBenchmarking.org
http://www.cityofchicago.org/EnergyBenchmarking
http://www.energystar.gov/buildings/training
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1. Get Started 
 

a. Determine whether your building(s) must comply this year 
 

All commercial, institutional, and residential buildings 50,000 square feet or greater must comply 

every year by June 1st. Data verification is only required every 3 years, starting with the first year a 

building must comply. 
 

Covered buildings 
 

The ordinance applies to existing municipal, commercial, and residential buildings 50,000 square feet 

or larger. (Initial compliance deadlines from 2014 -2016 were based on size and building sector.) The 

ordinance does not cover buildings with more than 10% of gross floor area classified as Class D open 

air assembly units, Class G industrial units, Class H storage units, Class I hazardous use units, or Class J 

miscellaneous buildings and structures, as defined by Chapter 13-56 of the Chicago Municipal Code, 

which can be accessed at www.ChiCityClerk.com/Legislation-Records/Municipal-Code/. 

The City will use multiple sources of information to identify covered buildings. The currŜƴǘ ȅŜŀǊΩǎ 

Covered Buildings List is also online: https://data.cityofchicago.org/Environment-Sustainable-

Development/Chicago- Energy-Benchmarking-Covered-Buildings/g5i5-yz37/data 

Also, a link to the List can be found on the Chicago Energy Benchmarking website 

(www.CityofChicago.org/EnergyBenchmarking). This list includes the addresses of all covered buildings, 

the Chicago Energy Benchmarking ID assigned to each covered building, and the next year that each 

ǇǊƻǇŜǊǘȅ ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ŎƻƳǇƭŜǘŜ Řŀǘŀ ǾŜǊƛŦƛŎŀǘƛƻƴΦ ¢ƘŜ /ƛǘȅ Ƴŀȅ ŀƭǎƻ ƴƻǘƛŦȅ ŎƻǾŜǊŜŘ ōǳƛƭŘƛƴƎǎΩ ƻǿƴŜǊǎ 

and/or managers through a notification letter and/or email that includes the building information that 

the City has on file for benchmarking purposes. Lack of notification by the City, however, does not 

relieve the owner of a covered building of the obligation to comply if the building meets the size and 

sector criteria. 

Building owners who believe their building is not required to comply but receive a notification letter 

from the City should submit the appropriate online exemption request form, also found online at 

www.CityofChicago.org/EnergyBenchmarking. 
 

Benchmarking deadlines 

The ongoing benchmarking deadline is June 1st  of every year. 
 

 

Exemptions 
 

Buildings may apply for a one-year, temporary exemption based on the following: 

Å   Financial duress: 

o The building is the subject of a qualified tax lien sale or public auction due to property 

tax arrearages. 

o  The building is controlled by a court appointed receiver. 

o  The building has been acquired by a deed in lieu of foreclosure.

http://www.chicityclerk.com/Legislation-Records/Municipal-Code/
https://data.cityofchicago.org/Environment-Sustainable-Development/Chicago-Energy-Benchmarking-Covered-Buildings/g5i5-yz37/data
https://data.cityofchicago.org/Environment-Sustainable-Development/Chicago-Energy-Benchmarking-Covered-Buildings/g5i5-yz37/data
https://data.cityofchicago.org/Environment-Sustainable-Development/Chicago-Energy-Benchmarking-Covered-Buildings/g5i5-yz37/data
http://www.cityofchicago.org/EnergyBenchmarking
http://www.cityofchicago.org/EnergyBenchmarking
http://www.cityofchicago.org/EnergyBenchmarking
http://www.cityofchicago.org/EnergyBenchmarking
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Å   Low Occupancy: 

o The building had average physical occupancy of less than 50 percent in the 

previous calendar year. 

Å   New Construction 

o  ¢ƘŜ ōǳƛƭŘƛƴƎ ƛǎ ŀ ƴŜǿ ŎƻƴǎǘǊǳŎǘƛƻƴ ŀƴŘ ǘƘŜ ōǳƛƭŘƛƴƎΩǎ ŎŜǊǘƛŦƛŎŀǘŜ ƻŦ ƻŎŎǳǇŀƴŎȅ ǿŀǎ ƛǎǎǳŜŘ 

in the previous calendar year. 

Å   New Ownership 

o  The building was sold in the previous calendar year. 

Permanent exemptions are available for any property under 50,000 square feet, or any building with 

a non-covered space use type, such as manufacturing, industrial, hazardous materials storage, or 

miscellaneous uses. 

To apply for an exemption or to update building information, use the appropriate online Chicago Energy 

Benchmarking Exemption Form available at www.CityofChicago.org/EnergyBenchmarking. 
 

Data Verification 
 

Data Verification is required for the first year a building complies, and every three years thereafter. 

Thus, if your property reported and verified data for the first time in 2017, you will be required to verify 

data again in 2020, 2023, etc. 

The year of the next required data verification is listed on your compliance notification letter or email. It 

is also listed on the most recent Covered Buildings ListΣ ŦƻǳƴŘ ƻƴ ǘƘŜ /ƛǘȅ ƻŦ /ƘƛŎŀƎƻΩǎ Data Portal. If your 

building reported data in the past, but did not verify data, you may be required to complete data 

verification this year. In addition, if your building completed data verification but it was not properly 

documented, City records may show that verification is needed this year. To clarify any questions, please 

contact the Chicago Energy Benchmarking Help Center. 
 

b. Identify a benchmarking lead 
 

The benchmarking lead will be responsible for gathering data, entering it into Portfolio Manager, 

ensuring data verification, and reporting to the City. This person could be the building owner or another 

designated party, for example back office staff, property manager or operator, leasing agent, or a 3rd
 

party energy consultant. If a building already works with an energy service provider, they may 

offer benchmarking services. Note that it is not required to hire a 3rd  party. 

The benchmarking lead will need access to information on building characteristics and operations, so 

collaboration with on-ǎƛǘŜ ǎǘŀŦŦ ƛǎ ŜǎǎŜƴǘƛŀƭΦ ¢Ƙƛǎ ǇŜǊǎƻƴ ǿƛƭƭ ŀƭǎƻ ƴŜŜŘ ǘƻ ƪƴƻǿ ǘƘŜ ōǳƛƭŘƛƴƎΩǎ /ƘƛŎŀƎƻ 

Energy Benchmarking ID, which can found on a notification letter sent in spring or found in the most 

recent Covered Buildings List on the /ƛǘȅ ƻŦ /ƘƛŎŀƎƻΩǎ 5ŀǘŀ Portal. If not found online, the ID can also 

be requested from the Help Center using the online Chicago Energy Benchmarking Covered Building & 

ID Request Form. 
 

 

If the benchmarking lead is not already familiar with Portfolio Manager, training is strongly 

recommended. The US EPA offers free online training at 

www.EnergyStar.gov/Benchmarking. For information about free local training opportunities, 

visit www.CityofChicago.org/EnergyBenchmarking.

http://www.cityofchicago.org/energybenchmarking
https://data.cityofchicago.org/Environment-Sustainable-Development/Chicago-Energy-Benchmarking-Covered-Buildings/g5i5-yz37/data
https://data.cityofchicago.org/Environment-Sustainable-Development/Chicago-Energy-Benchmarking-Covered-Buildings/g5i5-yz37/data
http://www.cityofchicago.org/city/en/depts/mayor/iframe/Benchmarking_ID_Request.html
http://www.cityofchicago.org/city/en/depts/mayor/iframe/Benchmarking_ID_Request.html
http://www.energystar.gov/Benchmarking.
http://www.cityofchicago.org/energybenchmarking
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2. Benchmark Your Building(s) 
 

a. Create a Portfolio Manager account 
 

The first step is to create an ENERGY STAR Portfolio Manager account (if you do not already have an 

account), and property profile(s). Note that if you already have an account or a profile from a previous 

ȅŜŀǊΩǎ ōŜƴŎƘƳŀǊƪƛƴƎ ǊŜǇƻǊǘΣ ǘƘŜƴ ȅƻǳ Řƻ not need to set these up again. Simply log into your ENERGY 

{¢!w tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊ ŀŎŎƻǳƴǘ ŀƴŘ ȅƻǳǊ ǇǊƻǇŜǊǘȅΩǎ ǇǊƻŦƛƭŜ ŦǊƻƳ ŀ ǇǊŜǾƛƻǳǎ ȅŜŀǊόǎύ Ŏŀƴ ōŜ ǳǇŘŀǘŜŘ 

and used for this year. If someone else completed the energy benchmarking for the property in the 

ǇŀǎǘΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƘŜƛǊ ƭƻƎƛƴ ŎǊŜŘŜƴǘƛŀƭǎ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ ǇǊƻŦƛƭŜΣ ƻǊ ȅƻǳ Ŏŀƴ ŀǎƪ ǘƘŜƳ ǘƻ ǎƘŀǊŜ 

the profile with you in your account. 

Portfolio Manager also provides many user-friendly features and tips throughout the set-up process. For 

example, you can mouse over a field to see a definition. You may find the answer to any question you 

have in the HELP ǎŜŎǘƛƻƴ ƻŦ tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊΦ Cƻƭƭƻǿ tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊΩǎ ƛƴǎǘǊǳŎǘƛƻƴǎ ŦƻǊ ŀƴȅǘƘƛƴƎ ǘƘŀǘ 

is not specifically addressed in this guide. 

You may use existing Portfolio Manager accounts and property profile(s). If the building has already 

been benchmarked in Portfolio Manager including energy data for the previous calendar year, you can 

use the existing building profile, but make sure to add the buildinƎΩǎ /ƘƛŎŀƎƻ 9ƴŜǊƎȅ .ŜƴŎƘƳŀǊƪƛƴƎ L5 ƛŦ 

ƛǘ Ƙŀǎ ƴƻǘ ǇǊŜǾƛƻǳǎƭȅ ōŜŜƴ ŀŘŘŜŘ ǘƻ ǘƘŜ ǇǊƻŦƛƭŜΦ wŜŦŜǊ ǘƻ ά9ƴǘŜǊ ȅƻǳǊ /ƘƛŎŀƎƻ 9ƴŜǊƎȅ .ŜƴŎƘƳŀǊƪƛƴƎ L5έ 

on page 21 for guidance. 

The following instructions are adapted from the ENERGY STAR Portfolio Manager Quick Start Guide. 

Keep in mind that Portfolio Manager is periodically updated to improve functionality. Please consult the 

Portfolio Manager website for the most recent updates and changes. 
 

Set up an account, if you do not already have an account 
 

1.    Go to www.EnergyStar.gov/Benchmark. 
 

2.    Click on the blue REGISTER NOW link on the right hand side of the page.

http://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-quick-start-guide
http://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-quick-start-guide
http://www.energystar.gov/benchmark
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3.    Enter the required account information. Be aware that the USERNAME is the one piece of 

information that cannot be changed once a Portfolio Manager account has been created. 

/ƻƴǎƛŘŜǊ ŀ ǳǎŜǊƴŀƳŜ ōŀǎŜŘ ƻƴ ȅƻǳǊ ŦŀŎƛƭƛǘȅ ƻǊ ǇƻǊǘŦƻƭƛƻΣ ǊŀǘƘŜǊ ǘƘŀƴ ƛƴŘƛǾƛŘǳŀƭǎΩ ƴŀƳŜǎΣ 

as Portfolio Manager accounts may be passed from one user to another over time. 

4.    Choose your settings and click CREATE MY ACCOUNT. 
 

b. Gather basic property information required by Portfolio Manager. 
 

The following steps apply if you are setting up a new 

profile. There are three types of fields in Portfolio Manager: 

1.    Required Inputs for All Properties: general inputs required by Portfolio Manager for all properties. 
You cannot proceed without entering a value. These fields are listed here and described in more 
detail below: 

o  Primary property use type; 
o  Number of buildings on the property; 
o  Property address; 
o  Year built; 
o  Occupancy rate; 
o  Total gross floor area; 
o  Gross floor area for each property use type (if more than one). 

2.    Required Use Details for Specific Property Use Types: inputs required to receive an ENERGY STAR 

score for eligible property use types, and also required under the Chicago Energy Benchmarking
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Ordinance. If left blank, Portfolio Manager relies upon default values to generate the ENERY STAR 

score (see additional information about default values below). These fields vary by property use type. 

3.    Optional Use Details: additional use details that can be tracked in Portfolio Manager but do not 

ŀŦŦŜŎǘ ȅƻǳǊ ǇǊƻǇŜǊǘȅΩǎ 9b9wD¸ {¢!w ǎŎƻǊŜ ƻǊ ŀƴȅ ƻǘƘŜǊ ŜƴŜǊƎȅ ƳŜǘǊƛŎΦ ¢ƘŜǎŜ ŦƛŜƭŘǎ ǾŀǊȅ ōȅ ǇǊƻǇŜǊǘȅ 

use type. If ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀŎǘǳŀƭ ǾŀƭǳŜǎ ŦƻǊ ǘƘŜǎŜ ŦƛŜƭŘǎΣ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ȅƻǳǊ ōŜǎǘ ŜǎǘƛƳŀǘŜ ƻǊ ƭŜŀǾŜ 

them blank; these fields are not required under the Chicago Energy Benchmarking Ordinance. 

Please see http://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-

property- types-definitions-and-use-details for a full list of use details tracked by Portfolio Manager 

for each property type. Required fields are marked by an asterisk. For more information on use 

details for resiŘŜƴǘƛŀƭ ǇǊƻǇŜǊǘƛŜǎΣ ǊŜŦŜǊ ǘƻ ǘƘŜ ά!ŘŘƛǘƛƻƴŀƭ DǳƛŘŀƴŎŜ ŦƻǊ wŜǎƛŘŜƴǘƛŀƭ tǊƻǇŜǊǘƛŜǎέΣ 

available at www.CityofChicago.org/EnergyBenchmarking. 

 

Using estimated values and default values 
 

The Chicago Energy Benchmarking ordinance requires building owners to make a good-faith effort to 

obtain actual values for all required fields, using all available information, including requesting 

information from tenants. If, despite good-faith efforts, such data is still unavailable, Portfolio 

aŀƴŀƎŜǊΩǎ ŘŜŦŀǳƭǘ ǾŀƭǳŜǎ Ƴŀȅ ōŜ ǳǎŜŘ ǿƘŜǊŜ ŀǾŀƛƭŀōƭŜΣ ǇǊƻǾƛŘŜŘ ǘƘŜ USE A DEFAULT checkbox is checked. 

For optional use details that do not affect the ENERGY STAR score or other energy metrics, estimates 

can be used if the actual value is unknown. 
 

Required Inputs for All Properties 
 
Primary property use type 

 

Main function of the building, such as office, multifamily, hospital, school, retail, etc. If the building has 

multiple uses, the primary function is the one that occupies the largest floor area. Portfolio Manager 

has over 80 property use types to select from; a complete list with definitions is available at 

www.EnergyStar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions- 

and-use-details. 
 

Number of buildings on the property 
 

If the property includes multiple buildings that share one or more energy-consuming systems, where 

energy is not metered separately or sub-metered, they can be benchmarked together. Gross floor area 

and other use details should refer to the property as a whole. If the property includes multiple 

buildings that have separate energy-consuming systems and are metered separately for all energy 

types, each building should be benchmarked separately. Refer to Appendix A on page 36 of this 

document for additional details. 
 

Property address 
 

Primary mailing address or contact address for the property.

http://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
http://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
http://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
http://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
http://www.cityofchicago.org/EnergyBenchmarking
http://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
http://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
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Year built 
 

Year in which the property was originally constructed. If the property has undergone a complete 

renovation that included gutting and rebuilding the interior, the year when the renovation 

occurred should be used instead. If the exact year is unknown, it can be rounded to the nearest 

decade. 
 

Occupancy rate 

tŜǊŎŜƴǘŀƎŜ ƻŦ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ ǘƻǘŀƭ ƎǊƻǎǎ ŦƭƻƻǊ ŀǊŜŀ όŀŎǊƻǎǎ ŀƭƭ ǇǊƻǇŜǊǘȅ ǳǎŜ ǘȅǇŜǎύ ǘƘŀǘ ƛǎ ƻŎŎǳǇied and 

operational, tracked in 5% increments. If occupancy level fluctuates throughout the year, the annual 

average occupancy rate should be entered. This input is required but does not affect any energy 

metric; an estimate can be used if the actual value is unknown. 
 

Total gross floor area 
 

Total square footage of the building, measured from the principal exterior surfaces and not including 

exterior spaces such as balconies, exterior loading docks, or driveways. Gross square footage is not 

the same as rentable or leasable area, but rather includes all areas inside the building, such as: 

occupied tenant areas, common areas, meeting areas, break rooms, restrooms, elevator shafts, 

mechanical equipment areas, and storage rooms. Gross floor area should not include interstitial 

plenum space between floors, which may house pipes and ventilation. In the case where there is an 

atrium, gross 

square footage is counted at the base level only. If the property includes parking areas (enclosed or open) 

with energy consumption, you do NOT need to include the parking areas in the total gross floor area. 

If your property has parking, the square footage of the parking area will be added separately from 

the 

ƎǊƻǎǎ ŦƭƻƻǊ ŀǊŜŀ ƻŦ ǘƘŜ ǊŜǎǘ ƻŦ ǘƘŜ ōǳƛƭŘƛƴƎΦ /ƭƛŎƪ ǘƘŜ ōƻȄ ŦƻǊ άaȅ property's energy consumption includes 

ǇŀǊƪƛƴƎ ŀǊŜŀǎΦέ !ƭǎƻΣ ŦƻǊ ǘƘŜ ǇǳǊǇƻǎŜǎ ƻŦ ōŜƴŎƘƳŀǊƪƛƴƎΣ άǇŀǊƪƛƴƎέ ǊŜŦŜǊǎ ǘƻ ōǳƛƭŘƛƴƎǎ ŀƴŘ ƭƻǘǎ ǳǎŜŘ 

for parking vehicles. This includes open parking lots, partially enclosed parking structures, and 

completely enclosed (or underground) parking structures. Parking structures may be free standing or 

ǇƘȅǎƛŎŀƭƭȅ ŎƻƴƴŜŎǘŜŘ ǘƻ ǘƘŜ ǇǊƻǇŜǊǘȅΦ CƻǊ ƳƻǊŜ ŘŜǘŀƛƭǎΣ ǎŜŜ ǘƘŜ ŜƴǘǊȅ ŦƻǊ άtŀǊƪƛƴƎέ ƛƴ ǘƘŜ 9b9wD¸ 

STAR Portfolio Manager Glossary: https://port foliomanager.energystar.gov/pm/glossary 

Total gross floor area may be measured or obtained from architectural drawings or other building 

documents. It is crucial to have an accurate measure of gross floor area as it will impact 

benchmarking results. 
 

Gross floor area for each secondary property use type 
 

If the building has multiple uses, each function must be tracked separately in Portfolio Manager, and 

total square footage must be broken down by use type, including parking areas. Some property types 

typically include multiple auxiliary activities, such as restaurants in hotels, salons in senior care 

communities, and cafeterias in hospitals. As a general rule, if a certain activity is commonly associated 

with the type of property being benchmarked, it can simply be included in the gross floor area of the 

ōǳƛƭŘƛƴƎΩǎ ǇǊƛƳŀǊȅ ǳǎŜΦ CƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜ άhŦŦƛŎŜέ ǳǎŜ ǘȅǇŜ ƛƴŎƭǳŘŜǎ ŎƻƴŦŜǊŜƴŎŜ ǊƻƻƳǎ ŀƴŘ ŀǳŘƛǘƻǊƛǳƳǎΣ 

kitchens used by staff, lobbies, fitness areas for staff, storage areas, stairways, and elevator shafts; the 

άaǳƭǘƛŦŀƳƛƭȅ IƻǳǎƛƴƎέ ǳǎŜ ǘȅǇŜ ƛƴŎƭǳŘŜǎ ƭƻōōƛŜǎΣ ƻŦŦƛŎŜǎΣ ŎƻƳƳǳƴƛǘȅ ǊƻƻƳǎΣ ŎƻƳƳƻƴ ƪƛǘŎƘŜƴǎΣ ŦƛǘƴŜǎǎ 

https://portfoliomanager.energystar.gov/pm/glossary
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rooms, indoor pools, restaurants/cafés, retail space smaller than 5,000 square feet, hallways, stairwells, 

elevator shafts, connecting corridors between buildings, storage areas, and mechanical space. To see 

what uses are included in each use type, refer the use type definition in the Portfolio Manager Glossary: 

https://PortfolioManager.EnergyStar.gov/pm/glossary. 

There are four exceptions to this rule where a property type should be separated out even when it 

is commonly associated with the primary use: 

Å If it is a property use type that can receive an ENERGY STAR score, such as Office, Hotel, 

Hospital, Data Center, K-12 School, Retail store, etc. A complete list of eligible property use 

types is available at: http://www.energystar.gov/buildings/facility-owners-and-

managers/existing- buildings/use-portfolio-manager/identify-your-property-type-0. 

Å   LŦ ƛǘ ŀŎŎƻǳƴǘǎ ŦƻǊ ƳƻǊŜ ǘƘŀƴ нр҈ ƻŦ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ ƎǊƻǎǎ ŦƭƻƻǊ ŀǊŜŀΤ 

Å   If it is vacant/unoccupied space; 

Å   If the weekly hours of operation differ by more than 10 hours from the main property use 

type.  

Additionally, parking space as well as uses that are not commonly associated or auxiliary to the 

primary property use type (for example, a mixed-use building that has a movie theater on the first 

floor and offices on higher floors) should always be separated out. 

 
Required Use Details for Specific Property Use Types 

 

Depending on the use type, Portfolio Manager will ask for additional information on specific building 

attributes in addition to gross floor area. A list of all property use details for each use type is available 

at www.EnergyStar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-

definitions-and-use-details. Fields that are marked with an asterisk are required to generate an 

ENERGY STAR scoreτthese are also required to comply with the Chicago Energy Benchmarking 

Ordinance. For offices, required information includes: 

Å   Weekly Operating Hours 

Å   Number of Computers 

Å   Number of Workers on Main Shift 

Å   Percent That Can Be Heated 

Å   Percent That Can Be Cooled 
 

For multifamily housing, required information includes: 
 

Å   Total Number of Residential Living Units 

Å Portfolio Manager also requires you to indicate the correct height category that applies to the 

building: LOW-RISE BUILDING (1-4 STORIES), MID-RISE BUILDING (5-9 STORIES), and HIGH-RISE BUILDING (10 OR MORE 

STORIES). Note that the residential living units must be assigned to these height categories based 

on the height of the building they are in, not based on which floor they are on.1
 

o  Total Number of Residential Living Units in a Low-rise Building (1-4 stories) 

o  Total Number of Residential Living Units in a Mid-rise Building (5-9 stories) 

o  Total Number of Residential Living Units in a High-rise Building (10 or more stories) 
 

 
1  For more details, download the Additional Guidance for Residential Properties from 
www.CityofChicago.org/EnergyBenchmarking

https://portfoliomanager.energystar.gov/pm/glossary
http://www.energystar.gov/buildings/facility-owners-and-managers/existing-buildings/use-portfolio-manager/identify-your-property-type-0
http://www.energystar.gov/buildings/facility-owners-and-managers/existing-buildings/use-portfolio-manager/identify-your-property-type-0
http://www.energystar.gov/buildings/facility-owners-and-managers/existing-buildings/use-portfolio-manager/identify-your-property-type-0
http://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
http://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
http://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
http://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
http://www.cityofchicago.org/EnergyBenchmarking
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Å   Number of Bedrooms 
 
Optional Use Details 

 

Some property use types also have optional fields to track additional use details. These can be useful to 

ƛƴǘŜǊǇǊŜǘ ōŜƴŎƘƳŀǊƪƛƴƎ ǊŜǎǳƭǘǎ ōǳǘ Řƻ ƴƻǘ ŀŦŦŜŎǘ ȅƻǳǊ ǇǊƻǇŜǊǘȅΩǎ 9b9wD¸ {¢!w ǎŎƻǊŜ ƻǊ ŀƴȅ ƻǘƘŜǊ 

energy metric. Portfolio Manager does not provide default values for these fields. If you do not have 

actual values, you can enter your best estimate or leave them blank. For multifamily housing, optional 

fields include the resident population type, whether or not the building includes government subsidized 

housing, the number of laundry hookups, and the percent of the building that can be heated and 

coƻƭŜŘΦ όƻŦŦƛŎŜ ǇǊƻǇŜǊǘƛŜǎ ŘƻƴΩǘ ƘŀǾŜ ŀƴȅ ƻǇǘƛƻƴŀƭ ŦƛŜƭŘǎύΦ 
 

c. Set up property profile(s) in Portfolio Manager 
 

1.    On the MYPORTFOLIO tab, click ADD A PROPERTY on the upper left side of the page. 

нΦ    {ŜƭŜŎǘ ȅƻǳǊ ǇǊƻǇŜǊǘȅΩǎ ǇǊƛƳŀǊȅ ǳǎŜ ǘȅǇŜ ŦǊƻƳ ǘƘŜ ƭƛǎǘΦ /ƭƛŎƪ ƻƴ LEARN MORE ABOUT PROPERTY TYPES to read 

tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊΩǎ ŘŜŦƛƴƛǘƛƻƴǎ ƛŦ ȅƻǳ ŀǊŜ ǳƴǎǳǊŜΦ LŦ ǘƘŜ ǇǊƻǇŜǊǘȅ ƛƴŎƭǳŘŜǎ ƳǳƭǘƛǇƭŜ 

buildings (either with shared or separate energy systems), select MORE THAN ONE under YOUR 

PROPERTYΩS BUILDINGS and enter the number of buildings within the property that are subject 

to the 

benchmarking ordinance. Refer to Appendix A for further instructions. Indicate that your 

property is an existing building, then click GET STARTED!. 

3.    Enter required property information (name, country, street address, city, state, Postal code, 

year built, total gross floor area, occupancy). If the property includes any parking space 

(enclosed or open), do not include parking floor area here. Check the appropriate box under DO 

ANY OF THESE APPLY? and remember to include the parking-specific floor area on the next screen. 

Select the boxes next to any additional statements that apply to the property and then click 

CONTINUE. 

4.    Enter other use details such as operating hours and number of workers for the main property 

use. Remember that you should always try to input actual values for all fields required to obtain 

an ENERGY STAR score (for eligible property types). If you have not been able to obtain data for 

a specific field, you can use the default value provided by Portfolio Manager by selecting the USE 

A DEFAULT checkbox. 

5.    If the building has multiple uses, click on the ADD ANOTHER TYPE OF USE drop-down menu, select the 

appropriate function and click ADD. Enter all use details for each use type. Portfolio Manager 

recommends using as few use types as you need to accurately describe the building. For 

example, if the building has three floors of office space with roughly the same operating hours 

and similar use details, you may set up these floors as a single use type. Similarly, remember that 

if a certain auxiliary activity commonly occurs in the type of property you are benchmarking (e.g. 

a cafeteria in a hospital) you do not need to add a separate use type. Simply include it in the 

ǎǉǳŀǊŜ ŦƻƻǘŀƎŜ ƻŦ ǘƘŜ ǇǊƛƳŀǊȅ ǳǎŜΦ Cƻƭƭƻǿ tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊΩǎ ǇǊƻƳǇǘǎ ŀƴŘ ƎǳƛŘŀƴŎŜ ƻƴ ǘƘƛǎ 

process.



CityofChicago.org/EnergyBenchmarking  |   Info@ChicagoEnergyBenchmarking.org  |   (855) 858-6878 12 

2. Benchmark Your Building(s)  

 

 

 

 
 
 

6.    When you are finished adding the necessary information, click ADD PROPERTY. 

тΦ    ²ƘŜƴ ȅƻǳ ƘŀǾŜ ǎǳŎŎŜǎǎŦǳƭƭȅ ŀŘŘŜŘ ǘƘŜ ǇǊƻǇŜǊǘȅΣ ȅƻǳ ǿƛƭƭ ōŜ ŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ SUMMARY 

tab. 

уΦ    ¸ƻǳ Ŏŀƴ ŀŘŘ ƻǊ ŜŘƛǘ ǘƘŜ ǇǊƻǇŜǊǘȅ ŘŜǘŀƛƭǎ ŀǘ ŀƴȅ ǘƛƳŜΦ /ƭƛŎƪ ƻƴ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ DETAILS tab. To 

edit basic property details, click on EDIT in the BASIC INFORMATION section. To add a property use 

type, click on the ADD ANOTHER TYPE OF USE drop-down menu, found on the DETAILS tab, and select 

the appropriate function and click ADD. Enter all use details and click SAVE USE. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9.    You can use the ACTION drop-down menu next to each use type to correct mistakes, update with 

new information (e.g. if there has been a change in the number of workers or you are replacing 

default values with actual values) or delete a use type.
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d. Obtain monthly, whole-building energy use data for the previous calendar year 
 

For each year that you comply, you will gather and enter energy use data for the previous calendar year. 

For example, if you are complying by June 1, 2019, you will gather and input energy use data for 

calendar year 2018. 

Monthly, whole-building energy use data is required for all fuel types for the 12 months of the 

previous calendar year. Whole-building energy use includes energy used for heating, cooling, 

operating equipment, lighting, cooking, and all processes and operations carried out in the building, 

including by tenants. Energy used for parking areas should also be included. The only exception is 

energy used for broadcast antennas, cellular towers, electrical vehicle charging, emergency 

generators (if not used to power regular building operations), and fire pumps, which can be excluded 

from benchmarking if sub- 

metered or separately metered. All sources of energy must be reported, including electricity, natural 

gas, district energy and any other fuel type, as well as energy generated on-site that is used within the 

building such as wind, solar or geothermal energy. 

There are several ways to obtain whole-building energy use data (additional details below). 

1.    Request whole-building energy use data directly from the utilities: Start with this option if you 

are not the accountholder for all the meters in the buildings. You will request whole-building 

data directly from utilities: 

1.    ComEd Energy Usage Data System (EUDS) 

2.    Peoples Gas Building Aggregation 

2.    Compile energy data directly from utility bills: Use this option when you are the accountholder 

for all meters in the building.
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3.    Request energy data from tenants: Use this option in extremely rare cases only, when 

other sources are not available. 

4.    Use default values: only after making a good-faith effort to obtain actual energy use 
data. 

 
i. Request whole-building energy use data directly from utilities 

 
1. ComEd Energy Usage Data System 

 

If the building has four or more electric accounts, you can obtain whole-building electricity usage 

directly from ComEd through the Energy Usage Data System (EUDS). Please consult 

https://ww w.comed.com/WaysToSave/ForYourBusiness/Pages/EnergyUsageData.aspx  for complete 

information on the program. You can use EUDS even if you use a 3rd  party energy supplier. Note that if 

you or a colleague associated with your property has used EUDS in the past, then you do not need to re- 

enroll to request data through EUDS. You may simply log in to EUDS using the previous login and 

password that was established for the property. Once logged in, you will be able to request the data for 

the previous calendar year. 

If you have not used EUDS in the past, there are four steps to using the EUDS system: 

1. Enroll to obtain access to the EUDS 

tool: Fill out the form at: 

http://www.comed.com/SiteCollectionDocuments/WaysToSave/LearnMore/euds_enrollmentform.pdf 

If you have a managed account, you must request access through your ComEd Account Manager. If you 

do not have a managed account, the building owner or manager must email the completed enrollment 

form to ComEd at EnergyUsageData@ComEd.com to request access. If the building has a single 

account or fewer than four electric accounts, contact ComEd at EnergyUsageData@ComEd.com for 

assistance. It may take up to 10 business days to enroll in the program. Upon enrollment you will be 

emailed a username and password. 

2. Add your buildings to EUDS: 
 

For step-by-step guidance, refer to the EUDS Building Manager User Guide, found at: 
 

http://www.comed.com/SiteCollectionDocuments/WaysToSave/LearnMore/euds_buildingmanager_gui

d e.pdf 

There is also an Energy Usage Data FAQ, and an Energy Usage Data Webinar with training on how to 

use the System. All resources are found on the ComEd EUDS website: 

https://www.comed.com/WaysToSave/ForYourBusiness/Pages/EnergyUsageData.aspx 

To add building(s), see page 10 in the EUDS Building Manager User Guide. In many instances, a 

ǎŜŎƻƴŘŀǊȅ ŀŘŘǊŜǎǎ ƻǊ ƳǳƭǘƛǇƭŜ ŀŘŘǊŜǎǎŜǎ ŦƻǊ ŀ ōǳƛƭŘƛƴƎ ŀǊŜ ƴŜŜŘŜŘΦ LŦ ǘƘŜ ōǳƛƭŘƛƴƎΩǎ ŀŘŘǊŜǎǎ Ƙŀǎ ŀ ǊŀƴƎŜ 

of street numbers, you need to enter the range as the primary address, and add each individual street 

number as secondary addresses. This will ensure that all meters in the buildings are aggregated. For 

example, for 1000-лп b .ŜƴŎƘƳŀǊƪƛƴƎ !ǾŜƴǳŜΣ ȅƻǳ Ƴǳǎǘ ŜƴǘŜǊ άмллл-лп b .ŜƴŎƘƳŀǊƪƛƴƎέΣ άмллл b 

.ŜƴŎƘƳŀǊƪƛƴƎέΣ άмллн b .ŜƴŎƘƳŀǊƪƛƴƎέΣ άмллп b .ŜƴŎƘƳŀǊƪƛƴƎέΦ {ƛƳƛƭŀǊƭȅΣ ƛŦ ȅƻǳǊ ōǳƛƭŘƛƴƎ Ƙŀǎ 

entrances on multiple streets (e.g. corner building), you must enter addresses on both streets. See page 

14 in the EUDS Building Manager User Guide for guidance on how to add secondary addresses.

https://www.comed.com/WaysToSave/ForYourBusiness/Pages/EnergyUsageData.aspx
http://www.comed.com/SiteCollectionDocuments/WaysToSave/LearnMore/euds_enrollmentform.pdf
mailto:energyusagedata@comed.com
mailto:energyusagedata@comed.com
mailto:EnergyUsageData@ComEd.com
mailto:EnergyUsageData@ComEd.com
http://www.comed.com/SiteCollectionDocuments/WaysToSave/LearnMore/euds_buildingmanager_guide.pdf
http://www.comed.com/SiteCollectionDocuments/WaysToSave/LearnMore/euds_buildingmanager_guide.pdf
http://www.comed.com/SiteCollectionDocuments/WaysToSave/LearnMore/euds_buildingmanager_guide.pdf
https://www.comed.com/SiteCollectionDocuments/WaysToSave/LearnMore/energyusagedatafaq.pdf
https://www.comed.com/SiteCollectionDocuments/WaysToSave/LearnMore/energy_usage_data_webinar_05-14-13.pdf
https://www.comed.com/SiteCollectionDocuments/WaysToSave/LearnMore/energy_usage_data_webinar_05-14-13.pdf
https://www.comed.com/WaysToSave/ForYourBusiness/Pages/EnergyUsageData.aspx
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3. Request historical data and verify tenants: 
 

Request historical data for January through December of the previous calendar year. See page 19 in the 

EUDS Building Manager User Guide for more information. A usage request usually takes less than an 

hour to be processed, but it may take up to 2 days if the request is large or the system particularly busy. 

Once the usage request has been processed, the tenant list must be verified before usage data is 

displayed. See page 25 in the EUDS Building Manager User Guide for more information. 

The tenant list includes names and addresses (including unit numbers) for all the accounts found at the 

addresses you entered for the building that were active at any point during the previous calendar year. 

¸ƻǳ Ŏŀƴ ŜƛǘƘŜǊ άŎƻƴŦƛǊƳέ ƻǊ άŘŜƴȅέ ŜŀŎƘ ŀŎŎƻǳƴǘΦ bƻǊƳŀƭƭȅ ȅƻǳ ǎƘƻǳƭŘ ƛƴŎƭǳŘŜ όάŎƻƴŦƛǊƳέύ ŀƭƭ 

ŀŎŎƻǳƴǘǎΦ ¢ƘǳǎΣ ȅƻǳ ǎƘƻǳƭŘ ƴƻǘ ŜȄŎƭǳŘŜ όάŘŜƴȅέύ ŀƴȅ ŀŎŎƻǳƴǘ ŦǊƻƳ ǘƘŜ ŀƎƎǊŜƎŀǘƛƻƴΣ ǳƴƭŜǎǎ ȅƻǳ ŀǊŜ ǎǳǊŜ 

that it has been erroneously included and does not belong in your building, or if you are tracking a 

specific account separately in Portfolio Manager (e.g. a common-area account for which you have 

ŘƛǊŜŎǘ ŀŎŎŜǎǎ ǘƻ ŜƭŜŎǘǊƛŎƛǘȅ ōƛƭƭǎύΦ ¸ƻǳ ŘƻƴΩǘ ƴŜŎŜǎǎŀǊƛƭȅ ƘŀǾŜ ǘƻ ŎƘŜŎƪ ŀƭƭ ǘŜƴŀƴǘ ƴŀƳŜǎ ŀƎŀƛƴǎǘ ȅƻǳǊ 

records, but you should go through the unit numbers to see if all occupied units are included. If you 

think that not all tenants are included, double-check your address list to make sure you entered all 

addresses properly; if you need to make any change to the address list, submit a new data request. 

Contact ComEd at EnergyUsageData@ComEd.com for further assistance on missing tenants. If there was 

a turnover during the year, both the previous and the subsequent tenant will be included in the list 

(EUDS shows if each account is currently active or inactive); they should both be confirmed as they both 

ŎƻƴǘǊƛōǳǘŜŘ ǘƻ ȅƻǳǊ ǇǊƻǇŜǊǘȅΩǎ ŜƴŜǊƎȅ ǳǎŀƎŜΦ .Ŝ ŀǿŀǊŜ ǘƘŀǘ ǘƘŜ ǘŜƴŀƴǘ ƭƛǎǘ ƛǎ ƻƴƭȅ ŘƛǎǇƭŀȅŜŘ ǿƘŜƴ ȅƻǳ 

first receive the data; once you confirm it and submit it, you cannot access it anymore. For this reason, it 

ƛǎ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ȅƻǳ ŘƻǿƴƭƻŀŘ ƛǘ όǾƛŀ ǘƘŜ ά9ȄǇƻǊǘ ǘƻ 9ȄŎŜƭέ ōǳǘǘƻƴύ ŀƴŘ ǎŀǾŜ ƛǘ ŦƻǊ ȅƻǳǊ ǊŜŎƻǊŘǎ 

together with the usage data it refers to. 
 

4. Obtain aggregate monthly usage data and add it to Portfolio Manager: 
 

Once you confirm the tenant list, EUDS will generate aggregate monthly usage 

data for all confirmed accounts. Be aware that, depending on billing cycles, EUDS 

may assign multiple bills to a calendar month, and no bill to other months (zero 

usage months will not be displayed in the summary table). Therefore, EUDS 

monthly usage values may not strictly reflect the electricity actually consumed at 

the building during each calendar month. This is acceptable and does not affect 

energy metrics in Portfolio Manager, which are based on annual consumption. 

You can download a copy of the whole-ōǳƛƭŘƛƴƎ ŜƴŜǊƎȅ ǳǎŜ Řŀǘŀ όǾƛŀ ǘƘŜ ά9ȄǇƻǊǘ 

ǘƻ 9ȄŎŜƭέ ōǳǘǘƻƴύ ŀƴŘ ŀŘŘ ƛǘ ǘƻ ȅƻǳǊ tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊ ǇǊƻǇŜǊǘȅ ǇǊƻŦƛƭŜΦ {ŜŜ 

ά9ƴǘŜǊ ŜƴŜǊƎȅ ǳǎŜ Řŀǘŀ ŦƻǊ ŀƭƭ ŦǳŜƭ ǘȅǇŜǎ ƛƴ tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊέ ƻƴ ǇŀƎŜ мт ƻŦ ǘƘƛǎ 

ƎǳƛŘŜΦ ¸ƻǳ Ƴŀȅ ŀƭǎƻ ǎŜǘ ǳǇ ά5ŀǘŀ {ƘŀǊƛƴƎέ ōŜǘǿŜŜƴ ǘƘŜ 9¦5{ ǎȅǎǘŜƳ ŀƴŘ 

Portfolio Manager: refer to page 28 of the EUDS Building Manager User Guide for 

instructions. For ComEd EUDS support, contact EnergyUsageData@ComEd.com. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Example of EUDS Usage 
Data Summary

mailto:EnergyUsageData@ComEd.com
mailto:energyusagedata@comed.com
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2. Peoples Gas Building Aggregation 
 

Peoples Gas offers services to help building owners gather whole-building energy data. To enroll, visit 

http://www.PeoplesGasDelivery.com/Business/Aggregation.aspx and fill out the Information Request 

Form. You will need to include the meter numbers from the natural gas meters at the property to fill 

out the form. 

Peoples Gas Meter Numbers: 
 

Å These consist of seven-digit numbers and can be found on the meters 

themselves or on a Peoples Gas bill. Enter only the seven numbers; do not 

include any letter or letter/numeral combination separated by a dash 

from the seven-digit meter number. 

Å Most buildings are served by one natural gas pipe, and most pipes 

have multiple natural gas accounts. In order to aggregate multiple 

accounts fueled by the same pipe, building owners / managers must 

provide a representative sample of meter numbers associated with 

each pipe. 

o  If your building has one natural gas service pipe (about 85% of buildings): 

Please provide at least four gas meter numbers from your building. 

Providing all known meter numbers may help identify any additional 

or previously-unidentified service pipes. 

o If your building has two or more natural gas service pipes: Please 

provide at least four meter numbers associated with each service pipe. 

o LŦ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ Ƙƻǿ Ƴŀƴȅ ǎŜǊǾƛŎŜ ƴŀǘǳǊŀƭ Ǝŀǎ ǇƛǇŜǎ ǎŜǊǾŜ ȅƻǳǊ 

building: Please provide all meter numbers (including meters from 

different locations within the building).

If the building has four or fewer gas accounts, you must obtain and submit a 

signed Benchmarking Customer Information Release form from each tenant with a Peoples Gas account, in 

addition to filling out the online form. The release form is found at 

http://www.peoplesgasdelivery.com/Business/pdf/aggregation.pdf. The release form should be submitted 

at the time of the request for data. The release form can be used for multiple years providing the same 

tenant resides in the unit, but will have to be resubmitted each year. Building owners and managers may 

find it useful to include this release form in the standard package of forms included when a new tenant signs 

their lease. 

Within a few days of submitting the request, you will receive an 

email with an attached PDF displaying aggregate monthly usage 

data in CCF (hundred cubic feet) for the previous calendar year for 

all active gas meters in the building at the time the report is run. 

You will need to enter these data manually into Portfolio Manager; 

ǊŜŦŜǊ ǘƻ ά9ƴǘŜǊ ŜƴŜǊƎȅ ǳǎŜ Řŀǘŀ ŦƻǊ ŀƭƭ ŦǳŜƭ ǘȅǇŜǎ ƛƴ tƻǊǘŦƻƭƛƻ 

aŀƴŀƎŜǊέ ƻƴ ǇŀƎŜ мт ŦƻǊ guidance. 

For Peoples Gas Building Aggregation support, contact: 

PGLCityAggregationData@PeoplesGasDelivery.com 

Example of Peoples Gas Usage Data Summary

Example of Peoples Gas 
Meter Numbers 

http://www.peoplesgasdelivery.com/Business/Aggregation.aspx
http://www.peoplesgasdelivery.com/Business/pdf/aggregation.pdf
mailto:PGLCityAggregationData@PeoplesGasDelivery.com
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ii. Compile energy use data from utility bills 
 

If you have energy usage data for all energy meters in the building for January 1 through December 31 

of the year to be benchmarked, you will be able to enter this data directly into Portfolio Manager. You 

will need to know dates and usage for each billing period, which can be found on each utility bill. If your 

billing dates do not align with calendar months, you may need to also provide the last bill from two 

years ago and the first bill of the current year, to ensure that the profile has data for all of the calendar 

year. For example, if you are benchmarking in 2019 and are entering data for calendar year 2018, you 

may need the last bill of 2017 and the first bill of 2019 to ensure that all of 2018 is included. 
 

iii. Request energy use data from tenants 
 

In rare cases when other sources of whole-building energy data are unavailable, covered building 

owners or managers may have to request tenant energy data. When choosing this option, it may be 

useful to establish a timeline to request energy data in advance of the benchmarking reporting 

deadline. Building owners and managers should keep a record of the request as proof of a good-faith 

effort. 
 

iv. Use default values 
 

When, despite good-faith efforts to obtain whole-building energy use data, such data is still 

unavailable, buildings may use default energy consumption values for designated occupancy uses. See 

Appendix B on page 39 for additional instructions. 
 

e. Enter energy use data for all fuel types in Portfolio Manager 
 

мΦ    /ƭƛŎƪ ƻƴ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ ENERGY tab. 

2.    If no meters are set up, then click on ADD A METER in the METERS section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3.    Select all energy sources for the property and enter the number of meters for each. If you are 

using ComEd EUDS or Peoples Gas Building Aggregation, enter only one meter, regardless of 

how many meters are physically in the building, as data will be provided in aggregated form. 

Scroll down and click the blue GET STARTED! button.
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your ENERGY STAR score or any other energy metric, and it will not be reported or in 
any 

way disclosed to the City. 

 

 

4.    Click on each meter in the table to select the appropriate units (kWh for ComEd data, CCF for 

Peoples Gas aggregated data, therms for Peoples Gas individual bills) for each energy type. You 

also need to enter the start date of your first bill in the DATE METER BECAME ACTIVE field. If you are 

benchmarking the property for the first time this year, this date cannot be later than January 1 

of the previous calendar year. For fuels that are typically purchased in bulk, like diesel, fuel oil 

or propane, the ENTER AS DELIVERY? flag is selected by default; see Appendix C on page 41 for 

guidance on when this is the appropriate option. You may also rename the meter to include the 

meter number or other descriptive information (recommended especially if you have multiple 

meters for the same fuel type). Then click CREATE METERS. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.    Add energy use data. There are two main ways to add energy use data to the meters: 

a.    Enter data manually in the web browser 

i. Click ADD ANOTHER ENTRY ŀƴŘ ŜƴǘŜǊ ǘƘŜ ŦƛǊǎǘ ōƛƭƭΩǎ ǎǘŀǊǘ ŘŀǘŜΣ ŜƴŘ ŘŀǘŜΣ ŀƴŘ ǳǎŀƎŜΦ .ƛƭƭǎ 

should not cover a period longer than 65 days; otherwise Portfolio Manager cannot 

correctly calculate required energy metrics. If you have months with no usage, create a 

bill and enter zero usage. Cost information is not required by the Chicago Energy 

Benchmarking Ordinance. Any cost data that you choose to enter is for your own use; it 

does not affect 
 

 
 
 
 
 
 
 
 
 
 
 
 

ii. Check the ESTIMATION check-box if you are using the default values listed in Appendix B 

on page 39 rather than actual values. When some utilities are unable to take a meter 

reading every month, they may bill based on estimated energy consumption, which is 

adjusted in subsequent months when the actual meter reading takes place. These 

utility  ŜǎǘƛƳŀǘŜǎ Ŏŀƴ ōŜ ŜƴǘŜǊŜŘ ƛƴǘƻ tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊ ŀǎ άŀŎǘǳŀƭέ Řŀǘŀ ŀƴŘ ǎƘƻǳƭŘ ƴƻǘ 

be 
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flagged as ESTIMATION. 
 
 
 
 
 
 
 

iii.       Repeat for all bills that include the calendar year to be benchmarked. 
 

iv.       Repeat for all meters and energy sources. Click on the gray arrow next to each 

meter name to expand it and enter data. 

v.       Click FINISH METER SET UP to save. Go to Step 6 on page 20. 
 

b.     Upload data in bulk from a spreadsheet. 

i. Under UPLOAD DATA IN BULK FOR THIS METER, Click on the SPREADSHEET TEMPLATE hyperlink 

to download a standard template. 
 
 
 
 
 
 
 
 
 
 

ii. Enter data from your bills (start date, end date and usage) into the template. Bills 

should not cover a period longer than 65 days; otherwise Portfolio Manager cannot 

correctly calculate required energy metrics. 
 

 
 
 
 
 
 
 
 
 
 
 

iii. In the ESTIMATED VALUE column, enter TRUE if you are using the default values listed in 

Appendix B on page 39 rather than actual values. When some utilities are unable to 

take a meter reading every month, they may bill based on estimated energy 

consumption, which is adjusted in subsequent months when the actual meter reading 

takes place. 

¢ƘŜǎŜ ǳǘƛƭƛǘȅ ŜǎǘƛƳŀǘŜǎ Ŏŀƴ ōŜ ŜƴǘŜǊŜŘ ƛƴǘƻ tƻǊǘŦƻƭƛƻ aŀƴŀƎŜǊ ŀǎ άŀŎǘǳŀƭέ Řŀǘŀ ŀƴŘ ǎƘƻǳƭŘ 

not be flagged as ESTIMATION. 
 

iv.       Save the file on your computer with any name. 
 

v. Go back to the meter setup page on Portfolio Manager, click CHOOSE FILE and select the 

file you just created.
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vi.       Click UPLOAD and wait a few seconds. 
 

vii.       Portfolio Manager will parse the spreadsheet and upload the data directly into the table. 

Check for any issues. 
 

viii.       Repeat for all meters and energy sources. Click on the gray arrow next to each 

meter name to expand it and enter data. 

ix.       Click CONTINUE to save. 
 
 

6.    Go back the ENERGY tab. the Under METERS ς USED TO COMPUTE METRICS, click CHANGE METER SELECTIONS to 

ǎŜƭŜŎǘ ǘƘŜ ƳŜǘŜǊǎ ǘƘŀǘ ƳŀƪŜ ǳǇ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ ǘƻǘŀƭ ŜƴŜǊƎȅ ǳǎŜΦ hƴŎŜ ŀƭƭ ǘƘŜ ƳŜǘŜǊǎ ǘƘŀǘ 

ǊŜǇǊŜǎŜƴǘ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ ǿƘƻƭŜ-building energy use are selected, click on THESE METER(S) ACCOUNT 

FOR THE TOTAL ENERGY CONSUMPTION FOR [PROPERTY NAME]. Please keep in mind these meters need to be 

properly selected before Generating a Report (see page 31) in order to report accurate data.  If 

you have any duplicated energy usage (for example, if you are tracking usage from a common- 

area meter that is also included in the aggregated usage data) be sure to exclude the meter 

containing duplicated usage from the selection, to avoid double counting. Click APPLY SELECTIONS to 

save.
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Keep in mind that while Portfolio Manager allows you to benchmark partial energy consumption, the 

Chicago Energy Benchmarking Ordinance requires whole-building energy use data for all buildings. 
 

Energy cost and water usage are not required by the ordinance. You may choose to track them in 
Portfolio Manager for your own benefit. The City of Chicago will not have access to this data.  
 
f. Enter your Chicago Energy Benchmarking ID 

 

Chicago Energy Benchmarking ID 
 

A unique six-digit building identifier will be provided by the City of Chicago for the purpose of energy 

benchmarking. The Chicago Energy Benchmarking ID number can be found on the notification letter 

and/or email, or found in the most recent Covered Buildings List. This list includes the addresses of all 

covered buildings, and the Chicago Energy Benchmarking ID assigned to each covered building. 
 
 

If not found online, the ID can also be requested from the Help Center using the online Chicago Energy 

Benchmarking Covered Building & ID Request Form.

https://data.cityofchicago.org/Environment-Sustainable-Development/Chicago-Energy-Benchmarking-Covered-Buildings/g5i5-yz37/data
https://data.cityofchicago.org/Environment-Sustainable-Development/Chicago-Energy-Benchmarking-Covered-Buildings/g5i5-yz37/data
http://www.cityofchicago.org/city/en/depts/mayor/iframe/Benchmarking_ID_Request.html
http://www.cityofchicago.org/city/en/depts/mayor/iframe/Benchmarking_ID_Request.html
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мΦ    hƴ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ DETAILS tab, find the UNIQUE IDENTIFIERS (IDS) box and click EDIT. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.    Under STANDARD IDS, select CHICAGO ENERGY BENCHMARKING ID from the drop-down list, and enter your 

unique six-digit Chicago Energy Benchmarking ID in the ID field. Please double-check to ensure 

you entered the six-digit number correctly. As a reminder, you can find this number on the 

notification 

letter, or in the most recent Covered Buildings List. Click SAVE. 
 
 
 
 
 
 
 
 
 
 
 
 

g. Run the Data Quality Checker (Check for Possible Data Errors) 
 

The Data Quality Checker is a built-in tool in Portfolio Manager that runs a set of basic data checks to 

identify potential data entry errors. Common alerts include temporary values, default values, less than 

12 months of data, etc. 

ƛύ     /ƭƛŎƪ ƻƴ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ SUMMARY tab.


